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etp ace Solicitation Training
STEP 1: Create a Bid document.

e Login to eMaryland Marketplace.

rcet prl.ace

L ___ 1 Register
Register here to begin using Mew eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to registering.

L B Complete Registration
Complete registration here to begin using Mew eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to completing registration.

L ____ b Open Bids

Browse open bid opportunities. Enter your Login

L B Active Contracts ID & FaSS\WOFd
Browse active Contracts/Blankets. and click Login.

L B Contract & Bid Search
Search for Bids and active Contracts/Blankets.

Login ID:

Passwaord:

Forgot your password?

e The homepage for your current role will appear.
e Ifrole tabs appear along the top-right, make sure that the Basic Purchasing tab is
highlighted. If not, click that tab.

e If no role tabs appear, you only have one role.
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l Basic Purchasing Internal Administrator

MIGP Code Browse | My Account | Customer Service | About Current Organization: Test Organi: ;nn@ November 7, 2011 12:01:53 AMEST D @€ st H %

Items ¥ | Documents ¥ | Vendo Quick Buy I Find It Administrator System

e From the Navigation tool bar, hover your mouse over Documents, then Bids, and then click
New.

Basn: Purchasing Internal Administrator

NIGP Code Browse | My Account | Customer Service | About Current Organization: Test Organization T} November 6, 2011 11:57:52PMEST O @ ¢ w H %

Quick Buy I Find It Administrator System

d

ace

Receipts
Invoice

Quotes
No News Available

Returned

ST B 5011 Periscope Holdings, Inc. - All Rights Reserved.
P —

Canceled

e Click Create a Bid from scratch and click Continue.

Basiu: Purchasing Internal Administrator

MIGP Code Browse | My Account | Customer Service | About Current Organization: Test Organization [ November 7, 2011 12:03:07 AMEST O @ ¢ wd ' %

Items ¥ | Documents ¥ | Ven Quick Buy I Find It Administrator System

Please select the method to create a new bid:

© Create a bid from scratch.

) Clone a bid from another document.

Copy Contracts For Renewal.

®ings, Inc. - All Rights Reserved.
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e The General tab of the Bid document will appear.

SMaryland

NIGP Code Browse | My Ad

Basi-: Purchasing Internal Administrator

frent Organization: Tast Organization (&) November 20, 2011 8:46:04 PMEST O @ 4l » & w ' %

I Find It Administrator System

Stay on the document tabs to keep
working on the document. Clicking
above will take you elsewhers.

(LR [tems  Address  Accounting Routing Attachments  Notes Bidders Amendments Q&A Reminders Summary

Bid Mumber: Descr\ptlun:*

Status: 281 - In Progress Purchaser™ System, Administrator -

e Complete the following fields. All other fields should be ignored.

o Description — Title of the solicitation.
Type Code — Type of solicitation that is being conducted.
Fiscal Year — Fiscal year that this solicitation is being conducted in.
Department — Department that the solicitation is being conducted on behalf of.
Location — Location that the solicitation is being conducted on behalf of.

O O O O O

Allow Electronic Response — When checked, vendors can respond to this solicitation

online (does not prohibit offline response). When unchecked, vendors must respond
offline.

0 Required Date (optional) — Date that the solicited goods/services must be delivered
by.

o Bid Opening Date — Due date and time for vendor responses to the solicitation. No

responses can be submitted after this date (select a time in the future). See note below
about selecting dates.

o Available Date — Date and time that vendors will be able to view the solicitation

online and respond (select a time in the past to have the solicitation be immediately
published after sending). See note below about selecting dates.

o0 Bid Type — Leave at “Open Bid” unless only a pre-set list of vendors can view and
respond to the solicitation, such as with a multi-step solicitation or Task Assignment.
If so, pick “Closed Bid.”

o0 Alternate ID (optional) — Used to document an alternate number for the solicitation.
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0 Purchase Method — Leave at “Open Market” unless a term contract will be awarded

and the begin and end dates are known or can be estimated. If so, pick “Blanket.”
o Info Contact — The contact information that should be used by vendors for the
solicitation.

0 Pre-Bid Conference — Date, time and other information about the pre-bid conference

(if applicable).
o Bulletin Description — The long description of the solicitation (optional).

NOTE: Dates can be entered by clicking the calendar icon next to the field. This will display a
pop-up window featuring a calendar with dropdown fields to select a time. You must select the
time before clicking on the date.

Bid Opening Date:*(MM/DD/YYYY HH:MM:SS AM or PM)
Select month Change year

AM ~ 11 v 51 v 00 ~ Select time

o After all of the fields listed have been completed. Click Save & Continue.
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New Bid

Bl Nems  Address ing Routing Notes Bidders Amendments Q&A Reminders Summary
S—
Status; 2B1- In Progress Purchaser™ System, Administrator
How Solicited: Email - Type Code:
Department™* - Fiscal Year™ 2012 ~
Location™® [ ] Organization: Test Organization
Show on Web; Allow Electronic Response:
Required Date | Bid Opening Date*(MWDDA Y'Y HH:MM:SS AW or PM) =
| Available Date (MDD Y'Y HH:MM:SS AM or PM) E Purge Date:(MM/DDM YY) E
Bid Type: OpenBid ~ Informal Bid: B
Control Code: Estimated Cost 50.00
Frint Dest Detail Aways ~ Aternate I
Tax Rate: B Print Format. ™ Bid Print Form -
ftem Single Award Only: O

info Contact:

Pre-Bid Conference:
(Max size: 250 characters)

Bulletin Desc:
(Max size: 250 characters)

Date Last Updated: User last Updated:

Save & Continue

e The screen will refresh. The Bid will be assigned a number and status. A red validation error

will display. Proceed to the next step.

Status: 2Bl - In Progress EI

Open Market Bid AGENCY12-000035

Bid # assigned

Bid status appears

Questions teminders Summary

eneral Validation Errors
* Noitems.
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STEP 2: Create the line-items that can be bid upon.

e Click on the Items tab and then click Add ltem.

Open Market Bid AGENCY12-000035 Status: 281 -In Progress
General il il (1) MNotes Bidders Q) i A Q&A il s Summary
Address A i ts HNotes Q i

There are no items. Please click 'Search Items’ or "Add ltem’ below to add an item.

e Complete the following item detail fields. All other fields can be ignored.

o Description — Fully describe an item that vendors can provide a price quote for, or
direct vendors to attached documents (e.g. Specifications) where a description can be
found. Also include any other information necessary directing vendors on how to
respond.

Quantity — The quantity of the item desired. For services, will usually be “1.”

Unit of Measure — The unit of measure for the item.

NIGP Class — The first 3 digits of the commodity code.

NIGP Class Item — The last 2 digits of the commodity code.

O O O O

NOTE: Clicking the eyeglass icon below the NIGP Class field as shown below will allow you to
search for a commodity code. The Commodity Code field will NOT be used here.
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Open Market Bid AGENCY12-000001 Status: 2Bl - In Progress El

General Qi Address Accounting Routing Aftachments MNotes Bidders Q tions A s Q&A Reminders Summary
el Address Accounting  Attachments  Notes  Questions

ttem #: tem Type: | M Ormal—El
Print Sequence™ | 1.0 tem Status: 2BI- In Progress
Description™ (G} Stock ttem Number: (54 | |

Total Discount Amt. Total
0.00 | sooo
Tax Rate: |_E
Tax Amount: 30.00
Extended Amount:  $0.00

Manufacturer: | | Brand: | | Model: | |

Make: | | Packaging | |

Save & Add New Save & Exit Save & Continue Cancel & Exit

e If you clicked to search for a NIGP Class code, a pop-up with the Commodity and Service

Codes Search screen will appear.

e Enter a NIGP Keyword and click Search.

Commodity and Service Codes

NIGP Class -

NIGP Class ltem -~ ,

HIGP Keyword

Search using ALL ofthe criteria -

e The matching results will appear below.
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e Click the button for the code you would like to use and click Save & EXxit.

Code | Description

(@) 240-66 | Meal Servers, Insulated

& 383-06 | Combination Meals, Shelf Staple {To Include Ready to Eat Prepared Meals) MRE

& 393-43 | Crackers and Cookies, Packaged

393-53 | Fruits, Vegetables, and Full Meal Entrees, Dehydrated

(3 393-56 | Grocers'Miscellaneous ltems: Cake Decorations, Candles, Canned Fuel, Food Preservatives, Matches,
' Meal Kits, Toothpicks, etc.

) 393-62 | Meal, Corn

& 952-30 | Delivered Meals {Including Shelf Stable Meals and Congregate Meals)

963-47 | Meals

Save & Exit Cancel & Exit

e The item details will appear again. Review the item.

e To add another item, click Save & Add New and repeat this step.

e Click Save & Exit once done adding items.
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Open Market Bid AGENCY12-000035

Status: 281 - In Progress E|

A i i (1) MNotes Bidders GQuestions Amendments Q&A Reminders Summary
A i it Notes @ i
ftem # 1 ttem Type: MNormal -
Print Sequence™ 1.0 ttem Status: 2Bl - In Progress
Descriptiun*: @ Stock ftem Number: @
meals -
Guantity Unit Cost HNet Unit Cost uom Discount % Total Discount Amt. Total
50 0.00 R E T 00 0.00 50.00
P Glass: 963 963 - NON-BIDDABLE MISCELLANEOUS ITE... - [F Tax Rate: b
NIGP Class ftem: 47 47 - Meals e Tax Amount: 20.00
Commodity Code: E Extended Amount:  50.00
Manufacturer: Brand: Model:
Make: Packaging
T T e e [ e | e

e The list of the items you’ve added will appear.

e Review your items and make changes as shown below if necessary.

Open Market Bid AGENCY12-000035 Status: 2Bl - In Progress: B

(1) Motez Bidders Q i A o it QsA il = Y
Hotes Q i
Sort by Column: Print Sequence - [ sort Descending @
ltem # Print "E""! Delate ==
DE an item O
Quantity uom Unit Met Total Tax Rate Tax Amount
Cost Unit Discount
Cost Amt.
meals
1.0
50 EA = 0.00 50.00 S0.00 0.0 s0.00

Edit an item i
- Save & Continue I Search tems I Search Inventory tems Add tem Add another item
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STEP 3: Attach the official solicitation documentation.

e Click the Attachments tab and choose Add Attachment.

Basic Purchasing Internal Administrator

NIGP Code Browse | My Account | Customer Service | About Current Organization: Test Organization (5 November7,2011 1254:07AMEST P @ 4 mi H B

Home | Items ¥ | Documents v | Vendors v |

Administrator System

Open Market Bid AGENCY12-000001 Status: 28l - In Progress %

| Hems A

dments Q&A Reminders ¥

o Click Add Attachment to add attachments.

No Attachments

Add Attachment

Copyright @ 2011 Periscope Holdings, Inc. - All Rights Reserved.

e Click the Browse button.
e Your computer’s directory will appear.

e Double-click a file to attach.

Add File

© MName is the display name for the fie that will appear where
spaces, and special characters up to a maximum length of 200,

' y files are displayed. &t can be different from the name on disk and can contain alphanumeric characters,

Location: agency

Save & Exit Save & Continue Reset Cancel & Exit

e Enter a Description of the file, if desired.
e Click Save & Exit.
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© Mame is the dispiay name fo the il that will appear where attachmentreposff || 1€517€d. edit the Beerery o e name on aisk and can contain aiphanumeric

characters, spaces, and special characters up to a maximum length of 200 file Name and
add a Description.
Name*: Terms and Conditions.docx
Description:
File*: CAUsers\Chris\Desktop\Terms and Conditions.docx
Location: agency

e Your list of attachments will appear.
e Click Add Attachment to attach another file, if desired.

Open Market Bid AGENCY12-000035 C e -

General ltems Address Accounting Routing NETTIERETR)] _ qued] Show / hide a file Delete a file
from the vendors

Reminders

Hame Description Show Attached Date

Terms and Conditions~1.docx @ Administrator System 11/11/2011
Attach another file
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STEP 4: Search and add Vendors to notify.

e Go tothe Bidders Tab and select Lookup & Add Vendors.

Open Market Bid AGENCY12-000035 Status: 281 - In Progress £

G | ltems Add A ti Routi Attach (1) Notes _ﬂmu Q&A Reminders Summary
Subcontractors Quote Activity

Vendor Validation Warnings

« No bid bidder

Select bidder participation, open or closed, and select vendors to notify

' Unrestricted bid, all vendors can view and respond Not used
) Restricted bid, only dors can view and d

Vendor ID Vendor Hame Vendor Address Preferred

[Z] show Unit Prices to Vendors
o ) _ Usually not used
¥} Hide Bid Holder List on Veendor Side

o Before you look up bid vendors or add a new vendor, please save your changes. Otherwise you will lose those changes.

Save & Continue Lookup & Add Vendors

e A search pop-up window will appear.
e Scroll to the bottom of the screen.
e Click the Find Vendors for All Commodity Codes on the Bid button.

Lookup & Add Reference Vendors - Bid AGENCY12-000035

Search Using: | ALL ofthe criteria
| Find It )| Clear )
Search Flelds: Vendor ID Vendor Name
Vendor Legal Name
Alternate ID
County
Copyright © 2011 Periscope Holdings, Inc. Page 14 of 39
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ABCDEFGHIJKLMNOPQRSTUVWXYZ

B by:
owse™: 1012345678910

| Find It ][ Clear ]

Close Window

Find Vendors for All Commodity Codes on the Bid

e The list of vendors matching the line-item commaodity codes will appear below.

e Select the vendors that return by clicking the check box at the top of the Select column.

Lookup & Add Reference Vendors - Bid AGENCY12-000035

Search Using: | ALL ofthe criteria +«

Scroll down

Find It ]| Clear

Vendor Name

1-25 01 35

12

Lane
Something |

Scroll down

(555)555-8888
Something

Somelhlng

e If more than 25 vendors returned from your search, click the Save & Next Page button on

the bottom of the page.

1-250f 35
12

Save & Next Page

|| save&Exit I Save & Continue

Address City State Contact Phone Reference |

Find Vendors for All Commaodity Codes on the Bid I Close Window l

e Repeat selecting all vendors on the page and clicking Save & Next Page until all pages of

vendors have been added.
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Lookup & Add Reference Vendors - Bid AGENCY12-000035

Search Using: | ALL ofthe criteria ~

Scroll down

( Find It | Clear ]
Vendor ID Vendor Name
2 1-25 0135
Select all vendors on this page 12
A
Select, 5 Vendor ID Vendor Hame | Alternate Last PO Last Bid Address City State Contact Phone Reference %
] D Date Date Hame Vendor |
1Acme
Scroll down Lane
Acme Something Death
[] | 00000006 |Products valley | A (555)555-8888 No
Inc. Something
Something

1-250f 35
12

Find Vendors for All Commodity Codes on the Bid I Close Window .%

I save&Exit I Save & Continue

Save & Next Page

e Once you reach the last page of vendors, click Save & Exit.
e The Bidders tab will appear with all of the selected vendors listed.

e Review the list of vendors to notify.
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Open Market Bid AGENCY12-000035 Status: 28I - In Progress

tems A g g Attachments(1) Notes ments Q&A Reminders Summary
Subcontractors  Quote Activity

Select bidder participation, open or closed, and select vendors to notify

! Unrestricted bid, all vendors can view and respond

) Restricted bid, only selected vendors can view and respond Confirm the list of vendors to

notify about the solicitation
Delete Vendor ID Preferred

Delivery Method
Vendor Address

O

] 00000002 Test Vendor Bid Mailing Add New Address Email
Address:
Bid Mailing Address(defaulf) - Contact Address Line 1 City, MD 55555 U... ~
Address Line 1
City, MD 55555
us

B 00000014 P.ell'iicope Bid Mailing Add New Address Email
u 9 Address:

General Mailing Address - Chriss Kennedy 211 E. 7th Street Suite 1... =

211 E. 7th Street
Suite 1100
Austin, TX 78777
us

Scroll down

e e
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OPTIONAL BID STEPS: Notes, Questions, Q&A and Reminders

e Click the Notes tab.
e Notes are NOT shared with vendors.

e |fdesired, type in a Note and click Save & Continue.

Open Market Bid AGENCY12-000035 Status: 281-In Progress ¢ |

General ltems Address Accounting Routing Attachments(1) Ma Amendments Q&A Reminders SuMRaR

e Type note
[—1 Hote Date User Hote

o Click the Questions tab.
e Questions will be asked to vendors during their response.
e Questions are useful only if online responses will be accepted.

e If a Question is checked “Required,” the vendor will have to answer it before they can submit

an online response.

Open Market Bid AGENCY12-00( Type questions for Pick type of response

] vendors to answer gidders [ETRITTT) (s Reminders| yendor can give

Required

Require vendors to
T Delete Al answer the question SCALE15 \

" TRUEFALSE
Soctconme J)__reen ol

e Vendors can only respond to a Question with the Response Type selected.

e The Response Type descriptions are below.

Copyright © 2011 Periscope Holdings, Inc. Page 18 of 39
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Response Type Description

Vendor can select one of the following: Fully provided, Not
AVAILABLE Provided, Custom Development Required, Provided With

Modifications, Provided with Reporting or Development Tool

Vendor can select one of the following: Poor, Below Average,
AVERAGE
Average, Above Average, Excellent

COMMENT Vendor can provide text response of up to 250 characters.

SCALE10 Vendor can select a number from 1 to 10.

SCALE15 Vendor can select a number from 1 to 5.

TEXT Vendor can provide text response of up to 4000 characters.

TRUEFALSE Vendor can select either true or false.

YESNO Vendor can select either yes or no.

e Click the Q&A tab.
e Using Q&A allows you to publish questions you’ve received from vendors and your answers,
if desired.

e To publish Q&A, complete the Question Subject, Question and Answer fields, then click

the Show on Web check box and Save & Continue.

e You can also allow vendors to submit questions through eMaryland Marketplace that will
show up here for you to answer.

e To enable this, click the check box next to Allow vendor to submit questions.

e |If you want to receive a notification every time a vendor submits a question through

eMaryland Marketplace, click the Send notification when vendor submitting guestion

check box.
e Click Save & Continue.

Copyright © 2011 Periscope Holdings, Inc. Page 19 of 39
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Open Market Bid AGENCY12-000035 Status: 2B1- In Progress |

General ltems Add Accounting Routing Attachments(1) Notes Bidders Questions Amendments (YY) ieuumEmEEmary

Question # | Created Date | User Created Guestion Subject GQuestion Answer Show on Vet [ Show Original Vendor Only | Delete
B B B

Add New: ‘ - -

1 Allow vendor to submit questions \

] send notification when vendor submitting question Type questlons you've received

from vendors and your answers.

e Click the Reminders tab.

e Reminders allow you to assign a task to yourself or others, if desired.

e Reminders will appear on the assigned user’s eMaryland Marketplace Homepage.
e They can also be set to trigger an email.

e To set up a Reminder, complete all of the fields and click Save & Continue.

Open Market Status: 2Bl - In Progress

What is the task

# of days before Due Date
that reminder will appear ents Q& A [T

Due Date* Entered
(MMDOYYYY) By
a - - 0
]
When is the ) Who t6 temind Have reminder
task due? T Haas send an email
Copyright © 2011 Periscope Holdings, Inc. Page 20 of 39
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STEP 5: Review and submit the Bid document.

e Select the Summary tab.
e You will be able to view all of the information entered on the previous tabs.

e Ifared validation error displays along the top of the document, you must return to the
appropriate tab and correct the issue.

Open Market Bid AGENCY12-000035 Status: 281-In Progress | =

General Items Address Accounting Routing Aftachments(1) MNotes Bidders Questions Amendments Q&A Reminders

Header Information

Bid Number: AGENCY12-000035 Description: test Status: 2Bl - In Progress
Purch d Admini Syst Minor Status: How Solicited: Email
Organization: Test Organization

Fiscal Year: 12 Department: TEST - TestDepartment Location: TEST - Test Location
Show On Web:  Yes Allow Electronic Quote: Yes Required Date: 11/30/2011
gladt.c:)penlng ;::30:2011 10:0200  Available Date: ;'1114.-2011 10:02:00 ceroll dewin sind rakiew
Purge Date:

Bid Type: Open Bid Informal Bid: No

e Once you have reviewed your Bid, select Submit for Approval on the bottom of the
Summary tab.

Item # 2: Roofing Paper 487x20" Roll 2BI- In Progress [B

NIGP Code: 14560

Roofing
ity Unit Cost uam Total Dizcount Amt. Tax Rate Tax Amount Total Cost
z0 $9.89 | ROLL - Roll -50.999 E0.00 51898
Manufacturer: Brand: WModel
Make: Fackaging:

Account Code | Amaount

Thers i no item accounting available for this tem.

T I T -

Windows Internekt Explorer :ﬂ

l"

Are you sure vou wank bo submit this Bid?

o | oo

Copyright © 2011 Periscope Holdings, Inc. Page 21 of 39
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e If your solicitations do NOT require approval, click the Automatic approval button, then
Save & Continue.

NOTE: Once you click Save & Continue, you will no longer be able to make changes to the Bid

document unless you publish it and create an amendment / addendum. If necessary, click Cancel
& Exit to return to the Bid and make additional changes.

Open Market Bid AGENCY12-000035 Status: 2Bl - In Progress | : g

No approval path meets the document criteria. Do you want to iy add

pp! s or mark the d t as appi 4?

@ Manually add approv

ers
@ Atoneic spprovel No approval required

Please select an approver if you want to manually add approvers.

Approver » | AddApprover

:

e The Summary tab of the Bid document will appear.
e That status of the Bid document is now “Ready to Send.”

e You can skip to the next step.

Open Market Bid AGENCY12-000035

X Status: 281 - In Progress
Approval required

Only one approval path “TEST™ matches the document's criteria.

Approval Description Dollar Approvers
Path Range
User Level Type
TEST Test Approval $0.00-5599,999,999.00 Administrator System 1 Primary

Piease click Continue to continue submiting the document, or click Cancel & Exit to cancel the document submission and go back to the document.

e |f your document required approval in eMaryland Marketplace, it will appear in “Ready for
Approval” status.

e You cannot make edits to the document.

Copyright © 2011 Periscope Holdings, Inc. Page 22 of 39
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Open Market Bid AGENCY12-000001 Status: 2BRA - Ready for Approval E

General Iltems A A i i Notes Bidders GQuestions Amendments Q&A Reminders
Bid Number: AGENCY12-000001  Description: test Status: 2BRA - Ready for
Approval
Purchaser: Administrator System  Minor Status: How Solicited: Email
Organization: Test Organization
Fiscal Year: 12 Department: TEST - Test Location: TEST - Test Location
Department
Show On Web: Ves Allow Electronic Quote: Yes Required Date: 1077201
Bid Opening Date: 11/30/2011 12:00:00  Available Date: 11/07/2011 12:00:00
P i

e If one of the approvers disapproves the document, you will be emailed.
e The document will enter a status of “Returned.”

e Access the document and click the Reopen Bid on the bottom of the Summary tab to make

edits to the document and re-submit it.

Open Market Bid AGENCY12-000035 Status: 2BRT - Returned
General Items Add A 9 Routing Attachments(1) MNotes Bidders Questions Amendments Q&A Reminders (TN (b
Header Information

Bid Number: AGENCY12-000035 Description: test Status: 2BRT - Returned
Purch Admink System  Minor Status: How Solicited: Email
Organization:  Test Organization

Fiscal Year: 12 Department: TEST - Test Department  Location: TEST - Test Location
Show On Web: Yes Allow Electronic Quote: Yes Required Date: 1173072011

Bid Opening 117302011 10:02.00 P Available Date: 1171472011 10:02:00 PM

Date:

Purge Date:

Bid Type: Open Bid Informal Bid: No

Pre-bid Approval Path:

Delete Approver Order Approval | Level | Approver Date Date anceled | Ci
Sequence Path Type R App /D IC: by View
o
Administrator System 1 1 Primary 1172972011 11:11:00 AM 1172972011 11:17:22 AM Administrator System

|
|

|

|

|

|

|

|

&

|

" |
|

e Once your document is approved, it will enter a status of “Ready to Send.”

Copyright © 2011 Periscope Holdings, Inc. Page 23 of 39
Proprietary and Confidential



eMary
Letprllace Solicitation Training

Open Market Bid AGENCY12-000035 Status: 2BR - Ready to Send

G Items R: 1) MNotes Bidders Questions Amendments Q&A Reminders REITHELY
Bid Number: AGENCY12-000035 Description: test Status: 28R - Ready to Send
Purchaser: Administrator System  Minor Status: How Solicited: Email
Organization:  Test Organization
Fiscal Year: 12 Department: TEST - Test Department  Location: TEST - Test Location
Show On Web: ‘es Allow Electronic Quote: Yes Required Date: 117302011
Bid Opening 11/30/2011 10:0200 P4 Available Date: 1171472011 10:02:00 PM
Date:
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STEP 6: Post the solicitation.

e Scroll down to the bottom of the Summary tab of your Bid document to the Send Bid

Actions section.

Open Market Bid AGENCY12-000035 Status: 2BR - Ready to Send | i
tems Add A ing ] 1) MHNotes Bidders OQuestions Amendments Q&A Reminders RBRIUTUETY

Header Information

Bid Number: AGENCY12-000035 Description: test Status: 2BR - Ready to Send

Purch Administrator System  Minor Status: How Solicited: Emai

Organization:  Test Organization

Fiscal Year: 12 Department: TEST - Test Department  Location: TEST - Test Location

Show On Web: es Allow Electronic Quote: Yes Required Date: 1173072011

Bid Opening 1173022011 10:0200PM  Available Date: 1111422011 10:02:00 PM

Date:

Purge Date:

Bid Type: Open Bid Informal Bid: No

e Ensure Change bid status to “Sent” and notify vendors is selected.
e Click Send Bid.

NOTE: Selecting Include Attachment(s) with Vendor Email Notifications is NOT

recommended. If notifying many vendors and / or attaching large files to your Bid, this has

the potential to slow down your email system.

e The Vendor Notification Result screen will appear.

o All of the vendors selected to notify will be listed.
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Vendor Notification Result

Subject: Bid Notification - Bid # ADSPO10-00000113, AutoGSD Architecture Subscription Renewal

Email Recipients

Delivery Date: 04/23/2010 11:40:00 AM

eMaryland R
I@'Letpl?ac/e Solicitation Training

Vendor ID Vendor Name Email Address
000000525 W.T. Cox Subscriptions Amanda Danford (test@goperiscope.com)
000004191 The Wikins Group LLC Tawnya Combe (test@goperiscope.com)

“ﬂ
|
|
|
|
|
|
|
|
|
|
|

Copyright © 2010 Periscope Holdings, Inc. - All Rights Reserved.
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VENDOR STEP (For training only): Respond to the solicitation online.

e Logout of eMaryland Marketplace as a Procurement Officer.

% Letp ace I Logout as a procurement officer !

Internal Administ
NIGP Code Browse | My Account | Customer Service | About Current Test On ﬂ November 29, 2011 11:57:14 AM EST pg‘ P -w ®

Quick Buy anu Administrator System

Add, A 1) MNotes Bidders Questions Amendments Q&A Reminders JETUTHELY

e Click Log In on the screen that appears.

Thank You for Visiting - State of Maryland EMarketPlace.

You have logged out and ended your session

e Click Open Bids on the Login screen.
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rtet pl?ace

L____ 1 Register
Register here to begin using New eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to registering.

. Complete Registration

Complete registration here to begin using New eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to completing registration.

@  Open Bids

Browse open bid opportunities.

Elrowse active Contracts/Blankets.

[ B Contract & Bid Search
Search for Bids and active Contracts/Blankets.

Login ID:

Password:

e Your Bid document should appear listed. Look for your name in the Buyer column.
o If your Bid does not appear, skip to the next step to create an amendment / addendum. The
issue is one of the following.
o The Bid Available Date has not been reached yet.

o The Bid Opening Date has already passed.

o0 The Bid Type was set to “Closed Bid.”
e If your Bid does appear, click the link in the Bid# column.
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Open Bids
Select a category and click "Go"
Bidw Alternate Id Buyer Description Purchase Method Bid Opening Date Bid Holder List
AGENCY12-000053 Test User 24 Projection Screen Open Market 1211672011 02:00:00 PM
AGENCY12-000043 Test User 17 clone for cathy Open Market 11730/2011 10:03:00 AM
AGENCY12-000035 : " Admi System test Open Market 11/20/2011 10:02:00 PM
AGENCY12-000030 b TestUser 12 food services Open Market 1111372012 02:35:00 PU
AGENCY12-000008 ) Test User 2 Winterized Boots Open Market 1173072011 10:45:00 AM
AGENCY12-000001 Administrator System test Open Market 1173002011 12:00:00 PM
Prit Page Exit

e Upon clicking your Bid, a screen appears alerting vendors that they must log in to
acknowledge the Bid and receive future correspondence about it.

e Click Proceed.

Acknowledge Receipt and View Solicitation

Bid # AGENCY12-000053

Bid Description Projection Screen

To acknowledge a Bid and receive future c pondence about it, you must be registered and logged in. To simply view the Bid, click "Proceed”
below.

i

e Arredacted version of the Bid Summary tab will appear.

Bid Solicitation: AGENCY12-000053

Bid Number: AGENCY12-000053 Description: Projection Screen Bid Opening Date: 12/16/2011 02:00:00 PM
Purchaser:  TestUser24 Organization: Test Organization

Depanmem: TEST - Test Department Location: TEST - Test Location

Fiscal Year: 12 Type Code: B - Invitation to Bid (ITB) Allow Electronic Quote: Yes

Alternate Id: Required Date: 1219201 Available Date : T1A17/2010 02:00:00 PM
Info Contact: Vatter Johnson Bid Type: OPEN Informal Bid Flag: No

Purchase Open Market

Method:

Pre Bid Conference: November 23, 2011 @2:00 pm for a prebid to review the sight of delivery and installation.

Bulletin Desc: Purchase, delivery and installation of projection screen

e Click the Exit buttons on the bottom of the screen until you get back to the Login screen.
e Loginasavendorinthe TEST ENVIRONMENT ONLY with the following information:
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0 Login ID - vendort
o Password — passwOrd

velcore INew eMaryland Marketplace Test
eNlar‘ l?
etp ace

LI Register
Register here to begin using New eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to registering.

L__ I Complete Registration
Complete registration here to begin using New eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to completing registration.

L __ b Open Bids

Browse open bid opportunities.
L b Active Contracts

Browse active Contracts/Blankets.
3 Contract & Bid Search
Search for Bids and active Contracts/Blankets.

Enter your Login
ID & Password
and click Login.

Login D:

Password:

Forgot r word?

e The vendor Home page will appear.

e Click the Bids tab below the “Home — Welcome Back Test Vendor” section.
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Shdopgland
etp ace Official clock of eMaryland Marketplace

NIGP Code Browse | My Account | Customer Service | About Hovember 29, 2011 120648 PMEST D @ & %

Test Vendor |

Home - Welcome Back Test Vendor

LRI Bids(69) PO(2) Quotes(20)

No News Available

e Scroll down to the “Open Bids” section.
e Click the link in the Bid# column for your Bid.

o |f your Bid doesn’t appear listed, click the View More link at the bottom of this section.

Home - Welcome Back Test Vendor

News(0) [EZIETR @ tes15)
Request for Revision
Guote # Organization Bid # Bid Opening Date Date Last Modified
00000083-R1 Maryland Department of General Services MDHO012-000073 117222011 12:23:00 PM 1172272011 12:05:41 PM
00000086-R1 Marytand Department of General Services MDH0012-000070 1172272011 12:23:00 PM 112272011 12:04:29 PM
Bids / Bid Amendments (Un-Acknowledged)

Bid # d Buyer Description Bid Opening Date Bid Holder
AGENCY12-000002 Test Organization Test User Inmate Payphone Services 1170972011 09:08:00 AM
AGENCY12-000011 Test Organization Chris Kennedy Consulting Services 117082011 10:00:00 AM
AGENCY12-000013 Test Organization Administrator System Parachutes 11102011 04:44:00 AM
AGENCY12-000015 Test Organization Test User 7 Legal Services 11/15/2011 03:30:00 PM
AGENCY12-000044 Test Organization Chris Kennedy Consulting Services 11152011 11:29:00 AM

View More...
Open Bids
Bid # Organization Alternate ld Buyer Description Bid Opening Date BidQ&A Create Quote Bid Holder
AGENCY12-000053 . View your Bid B 7est yser 24 Projection Screen 1211672011 0200:00PM | View | Create Quote
AGENCY12-000043 Test Organization Test User 17 cione for cathy 11/30/2011 10:03:00 AM View Create Quote
AGENCY12-000035 Test Organization Administrator System | test 1173072011 10:02:00 PM View Create Quote
AGENCY12-000030 Test Organization Test User 12 food services 1171132012 02:35:00 PM View Create Quote
AGENCY12-000008 Test Organization Test User 2 Winterized Boots 1173072011 10:45: i 00000002
: = Create Quote
View all Open Bids
View More...

o The Acknowledge Receipt and View Solicitation screen will appear.

e This screen enables vendors you didn’t notify about the solicitation to get on the list to

receive future notifications about it.
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e Click Yes.

Acknowledge Receipt and View Solicitation

Bid # AGENCY12-000053
Bid Description Projection Screen
Click Yes to ac ledge the d load of the bid. When you acknowledge a bid, you may receive any future correspondence regarding this

document. If you do not want to acknowledge click No, and the bid will be displayed. Do you want to continue?

e The redacted version of the Bid Summary tab will appear.

Bid Solicitation: AGENCY12-000053

Header Information

Bid Number: AGENCY12-000053 Description: Projection Screen Bid Opening Date: 1216/2011 02:00:00 PM
Purchaser:  TestUser 24 Organization: Test Organization )
) Online responses
Department: TEST - Test Department Location: TEST - Test Location
Fiscal Year: 12 Type Code: 1B - Invitation to Bid (ITB) Allow Electronic Quote: Yes
Alternate Id: Required Date: 121182011 Available Date : 11/17/2010 02:00:00 PM
Info Contact: VWaler Johnson Bid Type: OPEN Informal Bid Flag: No
Purchase Open Market

Method:

Scroll down

Pre Bid Conference info

Pre Bid Conference: MNovember 23, 2011 @2:00 pm for a prebid to review the sight of defivery and installation.

Bulletin Desc: Purchase, delivery and installation of projection screen

e Scroll down to the bottom of the screen.
e Click the Create Quote button to create an online response.

NOTE: This button will not appear if you did not enable online responses.

Item Information

Item #1: (840 - 67) Digtal Video Recorder

NIGP Code: 840-67
Video Camera Recorders, Digital Type
Qty Unit Cost vom Total Discount Amt. Tax Rate Tax Amount Total Cost
10.0 EA - Each
Manufacturer: Brand: Modet
- sexapng I Create an online response

Copyright © 2011 Periscope Holdings, Inc. Page 32 of 39
Proprietary and Confidential



eMary
Letprllace Solicitation Training

e The General tab of the New Quote document will appear.

e Click Save & Continue on the bottom of the screen.

New Quote

_Ions Subcontractors MNotes Terms & Conditions Attachments Summary  Back to Bid

Quote #: Bid #: AGENCY12-000035
Organization: Test Organization

Status: In progress Description™: test

Delvery Days: 0 Discount Percent: 00 %
Is "No Bid™: ] Alternate Bid: A

Shipping Terms: Cost and Freight - Freight Terms: Freight Allowed v
Ship Via Terms: BestWay ~ Payment Terms: Net 30 v

Promised Date:

(MMDDAYYYY) E

info Contact: -

Comments: -

Date Last Updated: User Last Updated:

Save & Continue

e The screen will refresh.
e A number will be assigned to the Quote document along the top.

e Red “Quote Validation Errors” will appear detailing what information must be completed
before the response can be submitted.
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Quote 00000093 - Test Vendor

General Subcontractors Motes Terms & Conditions Attachments Summary Back to Bid

|Quote Validation Errors

® Terms & Conditions is not acknowledged. 4ror is eliminated from
1 the Terms & Conditions tab.
| Quote Validation Warnings

® ‘Your quote has not been submited.

Quote # 00000092 Bd = AGENCY12-000035
Organization: Test Organization

Status: In progress Description™: test

Delivery Days: 0 Discount Percent: 0.0 %
Is "No Bid™: i} ARernate Bid: B

Shipping Terms: Costand Freight - Freight Terms: Freight Allowed -
Ship Via Terms: BestWay ~ Payment Terms: Net 30 -

Promised Date: =

(MMDDIYYYY) )

Info Contact: -

Comments: -

Date Last Updated: 1113072011 10:56:57 AM User Last Updated: Test Vendor

e Click the Items tab.
e Enter a Unit Cost for each item.
e Click Save & Continue.

Quote 00000093 - Test Vendor

bcontractors MNotes Terms & Conditions Attachments Summary Back to Bid

Sort by Column: Print Sequence ~ "] Sont Descending

Item # Print Guestions Description
Sequence Exist
M|m|mm|mu‘mm| Freight |emuu ‘neau No Charge
Amount
1 1.0 No meals

ARernate Description:

Provide Unit Cost

No Bid an item

Quote Response Total | $0.00

¢ Click the Questions tab.

e Any Questions you set up on the Bid will appear.
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e Provide a response to each Question.
e Click Save & Continue.

Quote 00000095 - Test Vendor

General items [[CYTIUSTY (fjem—_ 'otes Terms & Conditions Attachments ~Summary
Question # | Required Question Response
1 Yes Are you certified? Yes
) No
2 Yes How many years of experience do you have? -

e Click the Terms & Conditions tab.

e Each of the documents you attached to the Bid will appear listed.

e Click Yes to accept the terms and conditions.

o |fyou click Yes with exceptions or No, you will be forced to enter a comment below.
e Click Save & Continue.

Quote 00000093 - Test Vendor
General Items Q i S COl BN Terms & Conditions _ummuy Back to Bid

The following list constitutes all the attachments for the bid which may include supplemental terms and conditions.

File Name D File Size
&5 Terms and Conditions-1.docx (Terms and Conditions~1.docx) EHMEIGAR REESENOT WS 800 Mtes
Do you accept the terms & condtions of the bid? ©) Yes (O Yes with exceptions () No

REVIEW THE DOCUMENTS ATTACHED ABOVE
RESPONSE MAY BE DISQUALIFED. IF YOU DO
CONDITIONS, AND THE DOCUMENTATION ATT,

RESPONDING. IF YOU DO NOT FULLY AGREE WITH THE TERMS AND CONDITIONS OF THIS SOLICITATION, YOUR
AGREE TO THE TERMS AND CONDITIONS, DO NOT SUBMIT THIS RESPONSE. IF YOU HAVE EXCEPTIONS TO THE TERMS AND
ED ABOVE STIPULATES THAT THESE ARE ALLOWED, YOU MAY ENTER THEM BELOW.

Accept the Terms & Conditions

e Click the Attachments tab.
e The vendor can attach files to their response from here.

e The vendor can mark an attachment “Confidential” if they don’t want it to become public.
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Quote 00000093 - Test Vendor

@ Marking an item "Confidential” denotes your pref that the do not public. Uttimate authority over what becomes public rests with the entity performing this

Name Description Confidential Delete
- Checktst - Mark an attachment confidential B

e Select the Summary tab.

e You will be able to view all of the information entered on the previous tabs.

e Ifared validation error displays along the top of the document, you must return to the
appropriate tab and correct the issue.

e Once able, click the Submit Quote button on the bottom of the screen.

Quote 00000093 - Test Vendor

General ltems Questions Subcontractors MNotes Terms & Conditions Attachments(1) JEIUIELY _

Overall Validation Warnings :
Warning message that the
* ‘Your quote has not been submitted response is not yet submitted.

Header Information

Quote #: 00000093 Bid #: AGENCY12-000035 Status: In progress
Organization: Test Organization

Description: test Delivery Days: 0 Discount Percent: 0.0

Bid Flag: Alternate Bid: No Shipping Terms: Cost and Freight
Freight Terms: Freight Alowed Ship Via Terms: Best Way Payment Term: Net 30
Promised Date Info Contact: Quote Total 50.00
Comment:

Date Last Updated: 1173072011 11:51:36 AM User last Updated: Test Vendor

Vendor accepts the terms & conditions with no exceptions.

Attachments: Checklist.docx

Item Information

Print Sequence #1.0: (963 - 47) meals

Quantity uom Unit Cost Discount % Tax Rate Freight Extended Amount No Bid No Charge
5.0 EA $0.00 0.0% 0.0% $0.00 $0.00 Yes No

e The screen will refresh.
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e Click the Back to Bid link next to the Summary tab.

Quote 00000093 - Test Vendor
Subcontractors Notes Terms & Conditions Attachments(1) Back to Bid <f——.

G I Htems Questi

Quote #: 00000093

Bid #: AGENCY12-000035 Status: Submited
Organization: Test Organization
Bid Flag: Alternate Bid: No e S
Freight Terms: Freight Allowed Ship Via Terms: Best Way Payment Term: Net 30
Promised Date Info Contact: Quote Total $0.00

e The Bid document will appear. Scroll down to the bottom of the screen.

Bid Solicitation: AGENCY12-000035

Header Information

Bid Number: AGENCY12-00003% Description: test Bid Opening Date: 1173012011 10:02:00 PM
Purchaser:  Administrator System Organization: Test Organization
Department: TEST - Test Department Location: TEST - Test Location
Fiscal Year: 12 Type Code: 18 - Invitation to Bid (TTB) Allow Electronic Quote: Yes
Alternate Id: Required Date: 1173012011 Available Date :
Scroll down
Info Contact: Bid Type: OPEN Informal Bid Flag:
Purchase Open Market
Method:

e Click the Bid Q&A button.

Item Information

Item #1: (963 - 47) meais
NIGP Code: 963-47
Meals
Qty Unit Cost UOM Total Discount Amt. Tax Rate Tax Amount Total Cost
5.0 EA -Each
Manufacturer: Brand: Model:
Make: Packaging:

" Pwieage || ceseawie | oe0sA J o4 |
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e Any Questions and Answers you’ve already posted will appear in the “Current Q&A for this
bid” section.

e If you allowed vendors to submit questions, then the “Add new questions” section appears.

Open Market Bid MDH0012-000082

Current Q & A for this bid:

Questions you've responded d Question Subject Question Answer
to and published Eyst®]] Pre Bid Conference | Is attendence required? No. See section 4.2 of attached Terms and Conditions.

Add new questions:

Question Subject Question (max 2000 characters)

If you allowed, vendors can submit -
new questions to you. These will

show up on the Q&A tab of the Bid. -

e Logoutas a vendor.

Logout as a vendor

NIGP Code B | My Account | Customer Service | About November 30,2011 3:49:36 PMEST O @ &

Test Vendor

e Click Log In on the screen that appears.

Thank You for Visiting - State of Maryland EMarketPlace.

You have logged out and ended your session.
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e Login to eMaryland Marketplace as yourself.

verome | New eMaryland Marketplace Test

e.*arcet prl.ace

L ___ 1 Register
Register here to begin using Mew eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to registering.

L B Complete Registration
Complete registration here to begin using Mew eMaryland Marketplace Test.
Vendors, please read this disclaimer prior to completing registration.

L ____ b Open Bids

Browse open bid opportunities. Enter your Login
L B Active Contracts ID & FESS\WOrfd
Browse active Contracts/Blankets. and click Login.

L B Contract & Bid Search
Search for Bids and active Contracts/Blankets.

Login ID:

Passwaord:

Forgot your password?
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